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'hie?, Position "valuation rlvisicn, ©P 


Chief, Administrative Staff, OL 


Request for R eclassification o r Positions o f Renroduet-icr’ 

3 pec ial i a t e J | 1 

" } 

Kersorardum for Chief, Positifm Evaluation ©ivislon, OP, M 

Chief, Mmir.istratiVe Sta??, OL, dated 22 September lb?©. 
Subject i Same a* Above - I 


Referenced menorandwt dor tai ns reque st, that the two \ 
Reproduction Specialist positions | | be upgraded. This roc* 
has beer reviewed by Office *>f Logistics officials, includw *f 
Chief, Printing Service® Division, all who desire to Strongly | 
endorse subject request. for the following reasons t | 

a. Since last classified, duties a^d »'enpo'i«lb11t* *4 
attached to these two fositions have substantially inerea* 

b. I I v eoh* 
review end supervision over these two positions is not rea 
available. Consequently, incumbents of these two poeitioA 
must possess the ability to plan and operate ^betr word? wf 
only administrative guidance and direction as provided *-h|l 

| [ officials. f 

3 

c. IncURbarts of subject positions most possess abit 
and capacity t» iBplsrfnt and operate a cceplete ■ print Inga 
reproduction service is s u ppor t of Agency emergency operap 
This feature Is a most; important one and should be heavily 
considered in classifying subject positions. 

d. The variety ajbd scope of duties and rseponeiMlif 
attached to thebe faro Positions are considerably greater | 
those found in oovpereile headquarters printing and ^eprol 
positions. I • . I 


Attschsentsf 

X* Bif if iEt6idi Hint j. § 

2* levisad Naition Description : • , q ^ 7 
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taqueet for pje clat a5 fioat -ton of Positions of Peproduftion 

Specialists, 


Distribution : 

Orig. - AJ iress ee w/atfcaei. 

1 - OC j | vp/ Attach. r 

1 - OC/be: -sorrel Of fife wo/at taeh. 
1 — Cl/ H5r ■wo/ait&eh. 

1 - OL File wo/attach* 

1 - Cl/mrB Subject File w/ attach, 
1 - OI/fp-tb Chrono \*oj! attach. 


OL/AS/Ptrri/l 


- 2 - 
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22 September 1/A 


MEMOimKlXJM FOR: CSii of Position Evaluation Division of 


TWffiW 


SUBJECT 


Qiief Administrative Staff 0; 

Bequest for he class if i cat ion of Positions of 
Reproduction Specialists 


1 . It is requested that action be initiated to reclassify 
the present positions of Reproduction Specialist 33- ; to ti 
Reproduction Specialist , GS-y and the position of Reproduction 
Specialist G3-10 to Reproduction Specialist 38 -II. AttaShed 
are descriptions of the duties aad responsibilities of these 
positions 
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2. Funds are available in the 


«d 


budget . 



Attachment 
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Present Posit ioa : 
Proposed Position: 


Reproduction Specialist, GG-1C 
Reproduction Specialist, OS- 11 


I. DGTISS AgP HgCgggjggj 


Ubdar the direction of the Chief, Services Diviaiaa, serves 
In s dual capacity as follow t (l) Chief, Beprodoctiatt Broach, 
reaponciblc far plntiing, try tenant tag sad edainls tertag a 
cocplctc printin g end uftp troduwfticn service far the | | 

I and other caoponants of the Agency, as required; 
T2j In an eaerrpwwy, serves is Chief, Beproduetioa facilities 



the Agency responsible far p”.*aning, iayteeenting sgd at t a i n 
a collate emergency printing lead reproduction service in auppcai 
of the Agency’s Intelligence progresu Specifically: 


of 


1. Supervisee thrmsdk adbardinebe p er sonn el all activities 
iBeproduction branch tideh toclate the following: 


a. Copy pr a per a t ioa idiich Inclu d es the prodimiem of 
t ypogr^h ic and illustrative dsteri&l dad the transfer Of typo- 
graphic and illustrative oKberial Into suitable copy as nay he 
required to he pointed or rapfodnoed. 


b. Offset printing wh i ch consists of the rafting of 
lithographic line, ha2ftona, Co ntinuo u s tone and eolor aeparfttlxuf 
negatives; the wafrtag of enact register layouts ; the wiling of 
bath a lbun a n sad deep etch pittas for -tike p r easee wad. the Multi- 


color printing of line, halftone and fear color separation copied 
an all types of o f f s e t prams. 


Off p ^ 

filn, Microfilm, 
of tfc w a di the. 

printers. The aalctag of 


g hl c h consists of the —Hi^ i 


, poetara, charts, etc. through the media off 



retouching e 

2. Plana, 


hdenehiag of mot ives dad prints. 


jointing 


will 


, infs out « 

of the[ 

controls the flow of' VM so that eeeylafeed work 
to h|i#i wHMdKetd of quality as wall as eadfons to 
and Jet specifications. 
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3 . IfeetB i tilth, operating officials oc?| |and/or other 
coc^pcsseafcs of the Agescjr to discuss printing end reproduction 
probless, veris requests, need to sseet deadlines, eta. llakec 
suggestions and recc—ieadafciaas to such officials to help solve I 
their printing end rejxroductiaa problaas and requiranan&s . In 
occasion, provides such officials vith inforn&tioo relat ive to 
llni tat ions In capabilities ai equlpneat that is on hand 

and zaaket! recn— ended lefts an Ho possible alternative printing f 
and reproduction Methods which vUl fteorjspliidi desired results. ! 

: I 

4. Originates requiciti.xx for replies and oquipacst 
required by the Branch* Ibsci>sasiblo for assuring thot all 
equipment is ralntained and id preper vccddLng condition at all | 
tines. ItepaLrs and overhaul! n «J1 eqsijiaent at* necessary Including 
assenbly and disaccet&Iy. 

5 . Maintains a wmat iaacarledge of the deve lop-seat of nev 
cquipacst , ©steri&ls and processes in the reproduction field, 

6. Assures that all pcricaiael and equipment are being 
utilised in an adequate end officiant maner end Lhat all security 
and safety regulations and practices ore being complied vlth, 

7. Provides h i ghl y technical training fur J pee mi Project 

personnel. 

u. Frovidas a aput i iitu to subordinate pernoeim;! tfcick 
entails: l 

a. ite^ariag qwwthmt. and issuing instructions to 
subordinates on their assigned duties. 

b. draining subordinates hi ap pro v ed work Methods, 
techniques and p roce dar as. 

: I: 

c. Bevh— lag their —sfc to insure that established 
quality and production stanflsctfo axe being net. 

d. Bscceenaitliv i ; p«*— rtlan, reeesigjnBnt , etc. of sub- j 
ordinate p erso nn el . 

9* Coapilsa pesrlodic psodnet&aa reports relating to work 
produced by the drench and warn* that all apace and etjuipneut 
are M a int ained in a dean and orderly coalition at all tines . 

10. Supervises aad/cr set* up and operat es say or all of tfcr 
falloviag e quip— t ; —tel lk Ditto —chine; Model 1 

*50 HI— r— * * h Haste—; Hotel 1250 Haiti iith Pres—; 17 z 22 WebStt- 
***** Offset Pm; Hotel C-3> teUsy (ten era, JOB 20 x Eh Caaer,.- 
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Model 4 Xerox Caiecra and 3ft iscf; Modal 4 Continuous Photostat 
Machine; Photostat Ejpe&itor Machine; 11 del A BecordcJt Micro- 
film Csaoera; Microfilm Views*; BecardBk 35 IK Enlargers: Model 
D~2 Onega 4x5 Eolargar, h j: 5 Speed Graphic Cczaert ; 4 x 
Grajihlc View Camera; Argns C*|i Camera; Bolaaroid Land Camera; 

8 x 10 end Duo-Photo Contact ftrintema; Modal 1 Xerox 0(Vry~Fl.o j| 
Printer; Ozawafcic Osalld Kecldne; Dial-A-Hatic Copier Itechlue; 
Telephoto Machine; Hicratronits Printer; Hiaratraaio ihMcessoar 
and Mirrot ranic Trlmcr; McdupL ii ¥acui« Plate ihgpoavre iTtsass; | 

M dal 1402 Plate .-'hirler; Tei^-Typer rochine : jo Po'er rnpor 
Cutter; Stitching Machine; Ptfjer Drill. Machine; :hm* 

Machine; laminating Preoa; Hutographin Developing, Aadhing, 

Drying Equipment ; Copper Circuit Etching techniques. 

11. Responsible for pit fining and directing all. activities of 
the Agency Emergency fleprodixiicai facility in reproducing and 
duplicating a vide variety of material including textual outer i«#L, 
charts, naps, diagrams, drivings, tables, hocks, and studies 
through the Printing ami Phouigraphic media. In ccnoectioc with, 
this emergency service render* guidance and assistance to Agency 
officials on Reproduction pr»blams and participates in planning f 
for e me rgency projects to rejsroduee large volisnes of material, a*»«l 
informing such officials the printing Mad pherto g g a g h lc processed 
available and their efiycbilitdes and limitations. 

12. Incumbent Is respomible far and directs the emergency 
reproduction facility in ecootdin&tlon with other Agency Reproduction 
officials as any be prsesst. 


n. g urasr i si cg us c zim) 


is technical ly qualified to -provide ell reprod uction 


services with the cfydilitlts of e^eSpneot 


* 


25 X 1 A 6 A- 


receives little or no techniohl sap s rvi slcnt frm supeoriors. Oenberal 
supervision, however, is rte o dv ed f*on the Chief, Service Dlviapoe 
as to weak to he nufllahr^ p ro ducti o n d—dllnea and/or priorities 
that are to he net. 


m. scxsxhek ctuLzncdnoh mconsmam: 


I! 


r 


1. WOHEtDGES: Must )**« a thorough working hnouQedgc of 

i, practices, *$sd t c chniquca assoc luted with printing, 
r, jpiedOBtaitQr, cafCRhl type jbotcgNttd* nctivltla|i 

of 



similar or r el at e d amtsrlad <• say he ts^arodBoed'hy tin offset 
Other nwaai »«*« - 
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2. li KIL I fi : Mast be sillied in the noe of a variety of 
caaerus, variety of offset praaaaa and other duplicating material., 
ae veil ae niscellaneouB b lace ry equipment. 

i- AHTLETIS3: Ability to estimate in torn of money r\nd 
time the relative costa of rr Quests for printing end reproduct icjpu 
ability to met indivldtuala having a need of printing and reproduction 
services in order to dismiss tad arrange with them the details of 
vork to be requested; sand, ability to plan, organise and direct the 
work >f others. 

WORK E^PSaSHCE AED KXSUC.'d'IXai: Jluat have hud years <u‘ 
progressively responsible experience involvta. the performance or 
supervision of a technical phi* of printing and reproduction that 
included operation of lithographic presses; offset photography; 
ccaaercial photograsiv j ggg wr tutting; Mimeograph and ditto operations; 
plate mating; bindery opcnvtlies; and other similar or related s 
technical processes associated with printing and reproduction services 
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HE7ISEB mUIOS BSSCBIFTION 


Present Posit ioo : Bb product Ion Specialist, OS -7 
Proposed Position: Reproduction Specialist, OS-9 
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Under the general supervision of the Chief , Beproduc t 
Branch, serves as a Reproduction Specialist , responsible for 
assisting in the planning, implementing and admi n i stering a f 
copnlete printin g and reproduction service for the | ] f 

l and other cosmonauts of the Agency, as required.? 

In an emergency serves ns Assistant Chief, Reproduction Facilities 
of the Agency responsible f orl assisting In the planning, imple- I 
menting and administering ft cenplete emergency printing and re- f 
production service la support of the Agency's Intelligence pr o g re ss . 

1. As a Reproduotllm Specialist he mu st bo prepared | 
and able to carry out ftll activities of the | | Reproduction Breach 
vhich include the following: i § 


a. Copy preparation which includes the production 

of typographic and illustrative material and the transfer of 
typographic and illustrative materiel Into suitable copy as- 
say be required to be printed or reproduced, I 

b. Offset printing vhich consists of the making i 

of lithographic Ifni, halftone, continuous tone and color | 
sep ar ation negatives j the of exact register layouts;; 

the mftking of both ftl butda Said deep etch plates for the 
presses and the muitlcoltor printing of line, halftone and f 
four color separation e op tee on ftll types of offset pressesi 

V I 

C. W» i fc npf Vp hd.C pr inting tdriftb consists of fc frv I 
making of photographs, sftps, posters, charts, sta., throng 
the media of film, adcrcflla, photostat and ozalld processor, 
the reproduction of material through the media of micro- 
photograph, xmregsephy ehd printers. She making of composite 
negatives and positives,: sad the necessary developing, fixifc* 
h irftn nliiti lntens lfrlaa . I mduclna. reto uching bleaMmi 

of negatives end prints, f | 


25X1 A6A 


2. Fleas, achsd a l sh a nd Im v oat *** printing m m 
production uo*k requested Of the | | lfcproaactlaa Branch. Orga 
aad controls the flow of wym so that, completed work will caofc 
to high standard* of quality M rell as conform to prescribed % 
deadlines and job epoelflefttihns. 


25X1 A6$ 


25X1 A6A 


5 - ’.fi'-'i 

I : ; tii; 


li --Hi * »-t- 
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3. Meets with operating officials of I | and/or other 
coc^oaents of the Aganey to discuss printing and reproduction f 
problems , work requests, need to meet de adline s, etc. Makes | 
suggestions and reeosassndai lofts to such officials to help solve * 
their printing and reproduction erofclsfts and req uirem e nt s. ua f 
occasion, provides such officials with information relati ve tQ _.| 

limitations in capabilities of equineent that is on hand I |? 

and melees recoeoasndatian* a# to possible alternative print lag f 
and reproduction methods Which will accomplish desired results, t 

4. Originates reqi&aitioas for supplies and. equipment, 

required by the Branch. Be spots lbla for assuring that all equi^i* 
nant is maintained sad In proper w or king condition at all times 4 
Repairs and overhauls all equipment as necessary including assetgsly 
and disassembly. f 

5 . Maintains ft c isee at kaen&adge of the development of 
new equlgnsot, materials, and proces a ec in the reproduction fie^d. 

6. Provides highly technical training for Special f 
Project personnel. 

7 . Assure* that all equipment Is being ut i l is ed In m 
adequate and efficient meaner and that all security and safety * 
regulations and practises fare being caaplicd with. 

8 . Compiles periodic production reports relating to r 
work produced by the Branch toA assures that all space and equip- 
merrt are maintained is a. clean and erdsrly condition sett all tiwftu 

9 . Sets up and operat es any or all of the following ? 

equipment : Mods! l4 Ditto Duplicating Machine; Model 4^0 Mineo4 
graph Machine; Model 1250 MuttiUth Press es; 17 * 22 Wobendorfer 
Offset Press; Modal C-20 Galley Camera; ASF 20 x 24 Gamer*; Model 
4 Xerox Camera and Poser; Model 4 Continuous Photostat Machine; | 
PhotcrtTt Expeditor Machine; Model A Mscordfih Microfiit Camera; * 
Mlcrofiln Viewers; Becordsfc 35 MM Enlargers; Model D-C Omega 
4*5 Enlarger; 4*5 Speed graphic C*sn*r»; 4x5 Graphic View f 
Camera; Argus C-3 Cane**; Polaroid lend Camera; 8 x 10 and Duo- : 
Photo Contact Print ere; Model 1 Xerox Copy-Flo Printer] Oaaaatie 
Osalid Machine ; Dtal^A-Hfttie Copier Machine; Telephoto Machine ; * 
Hicrotronic Printer; Mtere tr a ni e Processo r and Microtronic T rigger ; 
Modal D Vacua* Plate B hp ofttt r f Freanes; Model 1402 Plate tfhirler ; ? 
Vari-Typer Machine; 36 " Bonny Paper Gutter; Stitching Machine; f 
Paper Drill Machine; Mabosscfr&ph Machine; Vonl restin g Press; Photo- 
graphic Developing, Willing, Drying Equipment; Copp er Circuit r 
Itching techniques. * 
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10. Besponsible Tor assisting In the planning and 
directing of all activities of the Agency Beergency Hspro&uetioni 
Facility in reproducing and duplicating a vide variety of materiel 
Including textual material, charts, naps, diagrowe, tables, book#, 
and studies through the Printing and Photographic media. In 

connection with thla emergency service renders guidance and assist- §1 

ance to Agency officials on Reproduction problems and participates 

in planning for e m e rg en c y p r ef ects to reproduce large volumes or- — 

materiel, and Informing such officials the printing end photo- 

graphic processes available re d their capabilities and linitatiatm. ; 


n. s uFsg/isios BgcgnBP * ■ • -4 

Incumbent is technically qualified to provide all r eprod uction 25X1A6A 
services with the capabilities of equip— at possessed by | | and -m 

receives little or a© technicSl sup e r v i sion tram superiors. Gerfeml . * 

supervision; however, is received from the Chief, Byproduct ion 
Branch as to work to be accaeqpliabed, production deadlines and/or vs, 

priorities that axe to "be net 4 * 


III. HUIBIUK UALXFICAfflOg t^JDBBgS 


1. KROWUEDOKS: Must here a thorough working knowledge of f 
the cu r re n t methods, practices, and techniques associated with 1 
printing, lithography, phono graphy , ceensroial type photograph leg 
activities, and/or other similar or relstted technical processes J 
associated with the pr in ting and reproduct ion of phot ograp hs , 
reports, charts and similar or related material aa may be re- 
produced by the offset printing and other processes. s 


1 "'I i i 


2. SKILLS: Heat be skilled In the use of a variety of causes, 
variety of offset presses sad ether dup lic ating material, as welfl as 
miscellaneous bindery iquipsstit . ■ 


- ■ - ' • ! 


3. AHLITIKSi Ability to utheto In terns of honey and f 
time the relative casta of r e qu ests Tor printi n g and reproduct ion; 
ability to meet individuals blaring 4 need of printing sad re- ? 
production services ha order to dlaaaas and m* * ™^** with 1 

the details of work to be retgaested; and ability to plan, organise 
and direct the work of others. # 


3 T :’X \ 


I. WORK ronmSB AS mxuswm Must have had k years of 
progresaively responsible erphrienrr e involving the pcrfurwa ce at 
supervision of a technical pbhs** of printing and reproduction thfct 
included operation of Itths&hsfete pr esses ; offset photography; 
cae—rre lal photo g r aphy ; page r 1 cutting; aim eogroph and ditto 
tions; plate makiag, b indary iparatfi:in*; and ether or 

related t echnica l processes aheoe lotted with printin g ad 
aervlces . 
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